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1.

North Devon District Scout Council Finance Policy

Introduction

This Finance Policy sets out the financial controls and procedures governing the North Devon
District Scout Council. It has been formally adopted and approved by the District Trustee Board
to ensure responsible financial management and accountability.
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The North Devon District Scout Council is governed by the District Trustee Board, elected
annually at the District Scout Council's Annual General Meeting (AGM).

The District Trustee Board is responsible for the effective governance and management of
the North Devon District Scout Council. It ensures that all District funds are managed
responsibly, transparently, and allocated efficiently in support of the District’s objectives.

The District must maintain accurate and comprehensive financial records to demonstrate:

1.3.1 Compliance with all legal and regulatory obligations, including the latest edition of
The Scout Association’s Policy, Organisation & Rules (POR) and the UK Charities Act.

1.3.2 That the District Trustee Board maintains proper financial oversight and control,
ensuring transparency and accountability.

1.3.3 The ability to fulfil any financial obligations or reporting requirements set by external
funders, should any funding be received.

The District Trustee Board oversees the maintenance of these records and ensures they
remain complete, accurate, and compliant at all times. These records will include:

1.4.1 Complete and detailed documentation of all financial transactions involving the
District’s funds.

1.4.2 Bank statements to track account activity.
1.4.3 Accurate records of all income received by the District.
1.4.4 Invoices, receipts, and supporting documentation for all payments made.

The District's financial year follows a standard reporting cycle, concluding on the 31st of
March each year. This provides consistency in financial planning, reporting, and regulatory
compliance.

At the close of each financial year, the District will prepare a comprehensive set of
accounts. These accounts will be independently examined by an appropriately qualified
person who is not involved in the District’s financial management or decision-making. The
finalised annual accounts will be presented at the District Scout Council's Annual General
Meeting (AGM) for review and consideration.
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Prior to the start of each financial year, the District will establish detailed budgets for the
upcoming year. These budgets provide a financial plan for the year, ensuring resources are
allocated effectively to support District activities and long-term sustainability.
Budgets will be established for the following areas:

1.8.1 North Devon District Scout Council

1.8.2 Collard Bridge Scout Campsite

1.8.3 Taw & Torridge Explorer Units

1.8.4 North Devon Gang Show
A financial report will be reviewed and discussed at every District Trustee Board meeting.
This report will be presented in written form and will provide trustees with comprehensive
financial insight, enabling them to make well-informed decisions. Where possible, the
report will also include forecasts of anticipated income and expenditure, ensuring proactive
financial planning and management.
Bank Accounts
We hold separate current accounts with Lloyds for the following entities:

2.1.1 North Devon District Scout Council

2.1.2 Collard Bridge Scout Campsite

2.1.3 Taw Explorer Scout Unit

2.1.4 North Devon Gang Show

2.1.5 Torridge Explorers

2.1.6  North Devon District Scout Shop
We hold separate reserve accounts for the following entities:

2.2.1 North Devon District Scout Council
All income and expenditure must be processed through the entity’s designated current
account to ensure proper financial control. Any withdrawals from other accounts will first
require a transfer to the current account before the funds can be withdrawn. Similarly, any

deposits made into other accounts will originate as transfers from the current account.

At least three members of the District Trustee Board must be authorised signatories for
each account, including the District Treasurer.
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The bank mandate, which outlines the individuals authorised to approve payments on
behalf of the District, will be formally approved by the District Trustee Board. All updates
or changes to the mandate will be documented and recorded in the relevant meeting
minutes to ensure transparency and proper governance.

All withdrawals or transfers between accounts must be authorised by two signatories. One
of these signatories will typically be the District Trustee Board Treasurer. If the Treasurer is
not one of the authorising signatories, they must be notified promptly and provided with
full details of the transaction.

Debit cards will not be issued for any District account, as they do not support the required
dual-authorisation controls required by this policy.

Income

When cash is received from the public at fundraising events, two adult members will
independently count the funds, record the total amount, and provide their signatures for
verification. Upon receiving the cash, the Treasurer will issue an official receipt to confirm
the amount received.

All cash and cheques must be deposited within 14 days of receipt.

All income must be recorded promptly and accurately in the District’s financial record-
keeping systems.

The Treasurer will keep electronic records of paperwork relating to any income (e.g. grant
award letters or copies of receipts issued by the District).

All fundraising and grant applications made on behalf of the District will be submitted in
the name of the North Devon District Scout Council. These applications must have prior
approval from the District Trustee Board, or, in urgent circumstances, approval from the
District Trustee Board Chair and the District Trustee Board Treasurer. Full details of such
approvals will be presented at the next meeting of the District Trustee Board.

The District will claim Gift Aid on all eligible income.

Expenditure: Buying goods and services

All expenditure must be approved in advance, either through an agreed budget or a
recorded decision of the District Trustee Board.

To ensure spending remains within approved budget limits and is authorised appropriately,
the following rules apply:
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Scenario Approval Requirements Supporting Documents
Expenditure is within a budget Budget Holder Invoice or expense claim with
previously approved by the District supporting receipts.

Trustee Board.

Expenditure is outside a budget District Trustee Board, e Invoice or expense claim
previously approved by the District | this mustinclude the with supporting receipts.
Trustee Board. Treasurer. e Unbudgeted Expenditure

Form approved by the
District Trustee Board.
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The approved budget authorises expenditure only up to the allocated amount; no
overspend is permitted. The budget holder is responsible for monitoring spending within
the budget, and the District Trustee Board will review expenditures at their regular
meetings to ensure adherence.

Every payment made from the District’s bank account(s) will be supported by an invoice or
an expense claim form accompanied by receipts. The original invoice or expense claim form,
along with the relevant receipts, will be electronically retained by the District Treasurer for
a minimum of six years for record-keeping and auditing purposes.

The Treasurer should normally act as one of the signatories for all cheque and BACS
payments. In cases where this is not feasible, the Treasurer must be informed of the
transaction, included in relevant communications, and provided with the necessary
documentation promptly.

Under no circumstances will a blank cheque be signed. The payee’s name must always be
clearly stated on the cheque before it is signed, and cheque stubs must be fully completed
at the time of payment. Additionally, each cheque must be authorised by two designated
signatories to ensure financial integrity and accountability.
When authorising a payment, signatories must verify the following:

4.7.1 Payee bank details

4.7.2 Amount vs invoice/claim form, etc.

4.7.3 Any required reference (e.g., invoice numbers, etc.)

4.7.4 Authorisation by the appropriate part (e.g., Trustee Board, Budget Holder, etc.)
For larger expenditures, such as activity bookings or equipment purchases, payments
should normally be made via BACS against a valid invoice. If BACS payment is not feasible,

the transaction will typically be processed using a charge card, except in exceptional
circumstances where alternative arrangements may be necessary.
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Expenditure: Expense Claims

The District will reimburse reasonable out-of-pocket expenses incurred while carrying out
District responsibilities, provided that:

5.1.1 Original receipts must be provided, either in physical or digital form, to support
expense claims. However, receipts are not required for mileage claims.

5.1.2 The expenses must be accounted for within an approved budget or have prior
written approval from the District Trustee Board before being incurred.

5.1.3 The expenses align with our current reimbursement rates and do not fall under
any listed exceptions.

Individuals must carry out their duties in a cost-effective manner and avoid unnecessary
expenditure. Expense claims deemed unreasonable or not in line with the guidelines
outlined in Appendix 1 may be reviewed and challenged by the District Trustee Board.

Expense claims should be submitted within one month of the activity taking place. Claims
can be submitted via the invoice facility on OSM or through the expense claim forms
available on the District website. Claims submitted outside of this timeframe may be
reimbursed at the discretion of the District Trustee Board.

It is preferred that purchases and payments be made using a pre-loaded charge card,
rather than requiring individuals to pay out of pocket. This ensures a more efficient and
streamlined process for managing expenses.

Petty Cash

The preferred method for managing funds for routine expenditures (e.g., District Explorer
program, campsite fuel, etc.) is through a pre-loaded charge card. These cards are issued to
a designated adult volunteer, who is responsible for their proper use and management in
accordance with this policy.

The transfer of funds from the current account to the pre-loaded charge card requires dual
authorisation, in accordance with the authority levels outlined in Section 4.2. Once
authorised, it typically takes approximately 24 hours for the funds to become available on
the charge card.

Funds loaded onto a charge card may only be used in accordance with an approved budget
or with prior written authorisation from the appropriate approver.

Failure to comply with these requirements may result in the charge card being deactivated,
with remaining funds withdrawn at the discretion of the District Trustee Board. Any future
expenses will then need to be submitted through the standard expense claim process.
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6.5 A physical cash float may be maintained with the prior authorisation of the District Trustee

6.6

Board Treasurer; however, this is not the preferred method. The use of a cash float is
subject to the same conditions as the pre-loaded charge card, and failure to comply with
these conditions may result in the float being withdrawn.

If a physical cash float is in use, detailed records of both income and expenditure must be
kept and submitted to the District Treasurer on a quarterly basis for review and
accountability.
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Budgets

All routine expenditure programs (e.g., annual Gang Show costs, Collard Bridge running
costs, etc.) must be incorporated into an approved budget to ensure proper financial
planning and oversight.

Budgets should account for all sources of income, including any anticipated subsidies,
ensuring that the total income aligns with and adequately covers the proposed
expenditure.

Each budget should clearly state its timeframe. For annual budgets, the period should
ideally align with our financial year, running from the 1st of April to the 31st of March,
ensuring consistency and effective financial planning.

For cyclical budgets, previous year performance (forecast vs actual) must be used as a
reference when preparing the new budget. Additionally, inflation and any anticipated future
price increases should be considered to ensure accurate and realistic financial planning.

Each budget should include a contingency allowance (typically 10%) to cover unforeseen
costs. If a contingency is not included, the budget holder must ensure that adequate
unrestricted funds are available to cover any unforeseen expenses or unexpected financial
requirements.

A designated individual, based on their role, will be responsible for preparing the budget
and overseeing income and expenditure. This person will be recognised as the budget
holder and will have the authority to approve expenditures within their designated budget,
as outlined in Section 4. A full list of budget holders is provided in Appendix 2.

After being prepared by the budget holder, each budget must be reviewed and approved
by the designated budget approver or the District Trustee Board. A list of all budget
approvers is provided in Appendix 2.

If a dispute arises during the budget approval process, the District Trustee Board’s decision
is final.

We recognise that while some costs are fixed, others may vary due to external factors. If
the allocated amount proves insufficient, the budget holder may choose to reallocate funds
from their contingency. Any such adjustments must be reported to the District Trustee
Board at their next meeting for transparency and review.

If there is insufficient contingency available, or if no contingency was allocated, any
additional expenditure requiring funds from a reserve account or a District subsidy must be
brought to the attention of the District Trustee Board for review and, if deemed appropriate,
approval.
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Fixed Assets

The North Devon District Scout Council owns a diverse range of fixed assets and is
dedicated to managing and maintaining these assets responsibly and effectively.

All property will undergo a revaluation at a minimum of every five years to ensure accurate
and up-to-date assessments of its value.

Where applicable, we will maintain a comprehensive fixed asset register to ensure accurate
tracking and management of all assets under the District's ownership.

District property and equipment may be made available for use by groups within the
District, supporting our charitable objectives.

The provision of equipment for group and District use increases accessibility but may result
in occasional breakages and associated replacement costs. This will be examined on a
case-by-case basis, and at the discretion of the District Trustee Board a donation towards
repair/freplacement may be requested from the responsible party.

Reserves Policy

Like most charities, our District maintains a reserve fund. The level of these reserves is

carefully determined to ensure that there are sufficient resources to sustain the District’s
core charitable activities in the event that income or fundraising efforts fall short.

Reserves may only be used in exceptional circumstances where the continued safe
provision of Scouting is at risk and no other funding source is available.

The District’s target reserve level is £40,000, allocated as follows:
9.3.1 North Devon District Scout Council: £10,000
9.3.2 Collard Bridge Scout Campsite: £20,000
9.3.3 North Devon Gang Show: £10,000

The reserve must be held in a designated reserve account, with appropriate safeguards and
ring-fencing measures in place to ensure its security and proper use.

If the reserve level falls below the established target, the District Trustee Board will take
proactive steps to restore it to the required level within 12 months, ensuring financial
stability and the continued support of the District’s activities.
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9.6 The District Trustee Board will explore various low-risk options to ensure the reserve
generates a return, such as earning bank interest. These strategies will be carefully
selected to avoid compromising the accessibility of the reserve or detracting from its
primary purpose of supporting the District’s financial stability.

10. Investment Policy

10.1 The District will adopt a low-risk investment strategy focused on capital preservation and
stable returns.

10.2 All funds will be held in accounts with reputable mainstream banks or building societies,
ensuring security and reliability in financial management.

10.3 Any bank account established for investment purposes must receive prior approval from
the District Trustee Board. Such accounts must not hold more than £120,000, in
accordance Financial Services Compensation Scheme protection limits.

10.4 The District Trustee Board will regularly review bank balances and interest rates to ensure
that the District maximises the value and income generated from its banking arrangements,
optimising financial returns while maintaining security.

10.5 If a higher return can be achieved through an account that requires a notice period before

withdrawals, the District Trustee Board will ensure that sufficient liquid funds remain
available to meet operational and planned expenditure requirements.
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Appendix 1 — Reimbursement Rates

The District will reimburse reasonable expenses, as outlined in Section 5, up to the following

amounts:

Expense

Reimbursement Rate

Acceptable Reasons

Travel in personal vehicle

£0.25 per mile or another
amount as agreed with
budget holder and District
Treasurer in advance.

Carrying out the responsibilities of their District
role, after considering all cost-effective
transportation options. Shared transport should be
used whenever possible to promote efficiency and
reduce costs.

Printing & Photocopying At cost. Where electronic communication and/or document
distribution is not feasible or does not effectively
achieve the intended objectives.

Car Parking At cost. Carrying out the responsibilities of their District

role.

Overnight Accommodation
(if not already provided as
part of the activity/event)

At reasonable cost.

Carrying out the responsibilities of their District
role, provided they have obtained an approximate
quote and prior approval from the District Trustee
Board.

Meals (if not already
provided as part of the
activity/event)

At reasonable cost.

Carrying out the responsibilities of their District
role, provided they have obtained prior approval
from the District Trustee Board. Alcoholic
beverages will not be reimbursed.

Uniform At cost. One of each of the following items—District

(Necker, Hoodie, etc.) scarf/necker, hoodie, polo/t-shirt, and adult leader
uniform shirt—will be provided when required to
fulfil the responsibilities of a District role. Any
subsequent replacements may only be reimbursed
at the discretion of the District Trustee Board.

Office Stationery & At cost. Carrying out the responsibilities of their District

Consumables role.

Postage At cost. Carrying out the responsibilities of their District
role.

Exceptions

e Travel in a Personal Vehicle:

o Travel to an event that they would be attending with their group, were it not for

their District role.

o Travel to an event where group transport has been arranged but not utilized due to

personal choice, unless extenuating circumstances require an alternative

arrangement.

e Car Parking:

o Parking at an event that they would be attending with their group, had they not been

representing the District.

o Car parking fines will not be reimbursed under any circumstances.
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Appendix 2 — Budgets

The following roles are designated as budget holders and approvers:
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Budget

Budget Holder

Budget Approver

District Annual Running Costs

District Treasurer

District Trustee Board

District Events

Leader in Charge

District Treasurer

Campsite Annual Running Costs

Campsite Development Sub-Team

District Trustee Board

Campsite Ad-hoc Projects

Campsite Development Sub-Team

District Trustee Board

14-24 Annual Running Costs

14-24 Team Lead

District Trustee Board

14-24 Events

Leader in Charge

District Treasurer

Gang Show Annual Running Costs

Gang Show Governance Sub-Team

District Trustee Board

END.
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